911 Dispatcher

Police D ep artment
Lnder general supervision of the Communic ations
Supervisor to operate equipment and coordinate all
ermergency calls coming irto the police and fire
departments. Position requires constant contact with
the public in stressful situations that require clear
thinking, calmness, stability, and good judoment.
Answers 811 emergency  phone lines and nore
ermergency  lines, ohtains necessary  information
about emergencies or complaints; determines swhat
fire or police equipment is needed on the scere;
contacts police officers and fire personnel in the field
via twio-weay radio and relays emergency infarmation
and perinent data. Monitors swater tower flow alarm
and warious police radio frequerncies, operates
electronic  data terminal to review warious law
enforcement records; transmits relevant information
to field officers as requested. Motifies off-duty and o
call personnel when additional manposwer is nee ded.
Helps general public & front counter, corfirms
weatrants;, releases impounded wehicles. Monitors
teletype for severe weather budlletins; broadcasts
weanings over radio channels. Monitors barglar alarm
systems; performs periodic tests on police and fire
radio and waming equipment; types reports; files and
maintains various disp ate b logs and recards. Moaonitors
closed  circot  television  egquipment notarizes
staterments;, chanoes daily tapes in computer room,
Updates  and  maintaing  emergency  contact
information. Perorms routine equipment operation
wehfic stions.
Hours: Shift weark, may wark nights, weekends &
holidavz. 38.75 hrwork week.

Salary: $14.100haur

Town of Addisen
Human Fesources Departm ent
| SBO1 W estgrove Dirive
Addison, Texas FRO0(-2010

Phone: (972) 450-2818
Fas: [9721450-2835
wiwrwCoaddisoniels

Minimum Requirements

All posifons reguire a dear background, clear
pre-gmpiownent dnig soreen, valid Tevas divers
fcense and safe driving record.

« Two vears' relate d work experience, preferab by with
the Carmputer-Aided Dispatch System (CAD).

+ Highschooldiploma or GED.

« Type a minimum of 25 words per minute.

+ General knowledge of office procedures such a5
filing, hookkeeping, and record s maintenanc e,

+ Skill in the operation of dispatch eguipment,
computers, and two-wea radio.

+« Ahility to speak clearly and distincty over the
telephone and to remain calm, pleasant, and steady
itt highly stressful circurmst anc es.

+ Ahility to read, interpret, and appl communications
efquipment  operating manuals  as  refemrence
rmaterals.

+ Ahility to establish  and  maintain harmonious
winrking relationships with fellow employees, T o
officials, and the general public.

+ flust obtain State Dispatcher Cedification within
one year of hire as a condition of continued
ermployment.

+ Motary license will also be required.

Fosition posted:
July 29,2005

For more information,
call Hurman Resources at (B72) 450-2818.

TEST DATE

Tuesday, August 16
2:30 p.m.
Please call 972-450-2818 to
register for the test.

Additional Information
on the Hiring Process

This position s covered 24 hours a day with
shifts fram B:00 a.m.-2:00 pom., 2:00 pom-10:00
pom, and 10:00 pom-B:00 a.m. Shift choices are
bid upon by seniority every b months. There is
no guarantee of which shift a Dispatcher will
be assigned to, and the Dispatcher may be
required to work weekends and holid ays.

If you are interested in the Dispatcher position
and meet the minimum gqualfications, we invite
you to complete the first step in the application
process, which is a test of listening skills. This
test will be given on Tuesday, August 16th at
5:30 p.m. at the Addison Service Center,
16801 Woestgrove Drive, Addison, Texas,
75001. Please call 972-450-2818 by August
15th to register for the test.

You will be given a brief orientation about the
Dispatcher job and test instructions. Mo one
may be admitted afterthe testing starts. The test
will be graded in the week after the test is
administered. Those applicants receiving a
passing score will then be contacted take the
keyboarding test. Those applicants passing the
keyboarding test will be gwen a Police
Department application to complete.

The completed applications will be reviewed by
the Palice Department ta choose the candidates
with the best combination of test scares and
relevant experience. These candidates will go
forward to the next step in the application
process, which is an interview panel.  After the
interviews, selected candidates will go forward
in the process with a background investigation
and polygraph exam. A candidate may be
eliminated at any time in the application
process. All the above will be taken into
consideration in choosing the best person for
this important position.



